1/ 'or ‘Form HR RM 1 PFQUEST FOR RECORD 'RETENTION SCHE{MLE SCHEDULE NO /
(9+~1-53) To be f mitted to the Records Managemei Division ' {'
B Hall of Records Hall of Pecords Commission *
/ Cormission : Page No. 1
1. Hequesting Agency | 2, Division or Eureau of Requestingdigency

' . BANK COMMISSIONER
‘ 3. mué‘ﬂlﬁmuested (Check only one of the squares below).

A ' B C

Dispose of.present Establish retention sche~ Microfilm and destroy
accumulation, No dule for records for which originals, Originals
additional accumulation tlfere is a continuing accumu~ - if not microfilmed would
is anticipated. hecords 1lation, The records will cease bc retained for the period

have ceascd to have .to have value to warrant their of time indicated.
value to warrant reten~ retention after the period of
tion. | - time indicated.

L Se Dcscription of Records 6+ Recommendation
Ttem | Joscribe records accurately, Include title, form numbcr, of Hall of Re-
-No. | purpese, size of documonts, inclusive dates, quantity (cubic |cords and Roard

or linear fect), and show recommcnded retention period, of Public Works,

1. Pmonxc mmumn I-'ILES S?A‘m B&I’Ks, TRUST COMPANIES
- ARD NUTUAL SAVINGS BAHES
The contents of this £ile are the periodic examination ro-

L2

ports of the Bank Examinerse Reports (Form 56) couprise 34 /2 —
pages (9-1/L" x 147) and in the case of Trust Companies, an > NPT
additional 21 pages (9-1/L* x 1L4*) are included (Form 60), 18 7Y
occupy 40 file drawers (80 linear feot) in the Commission (onty)
offices;, 307 Horth Eutsw Street, Baltimore, for tho perdod ’

o | 2932 to date and 25 cubic feet for the years 192l = 1931 at

the Rall of Hotords. Plled by an assigned code for which
_ an index 18’ mnta.lned. These reports present a detalled
| : plcture of tbe-nnancm status of the institution being
, _ extnined,
amommm: Tetain 10 years a.f‘t,er exa.xd.na.t:lon and then
dostroye , "

2. | PERIONIC MRATIG'S FILE - CRIDIT UZJI’MS '
ﬂdareport,munmmbeaadfom,consistaofapages(%"x @.Mg),,
11%), occupics 7 drawers in the Commission offices for the

period 19L0 to date. Filed by code for which an index is Qm—““*" P

mintained. They are a detailed analysis of the institutions r- <

financial status. Included 4n this file are the Exeminerts - 4G 73 At
worksheota which are scheduled for disposal 1n a soparato o -
item (see Item L ~ this Schedule)s

mmmmnom Retain 30 yeara_ after receipt and then

7. Agenéy, Division or Burcau chrcsentativc

£ ~— AN Mé’um@ml; Q. a2/l /;fvfd

TN Signaturc 7 Title Date
?/ched\ Authorized as Indicated in Disposal Authorized as Indicatcd in
. Col by Hall of Rceords  Commission Cole 6 by Bocrd of Public Works.
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Form

HR-RM la HEDULE NO.,
(9-1~53) REGUEST FOR RECORD RETENTIOK SCHFDULE 5
Hall .o Records (Continuation °heet)
Comi:ission 4 Page No. 2

\f ( 1se

l'lo' o

Tten|
NO °

S5« Description of Records

Describe records accurately. Include title, form nunmber,
purpose, size of documents, inclusive dates, quantity (cubic
or lincar fcet), and show recommended retention period.

6. Recommendation
of Hall of Re-
cords and Board
of Public Works,

30
'/

| RECOMMENDATIONS

L.

Se

6.

"{This 5" x 87 card, ruled for 12 yearst entriea, oucupiaa 20

! VERIFICATION SNEETS

PERIODIC EXAMINATION PILE e TUDNSTRIAL PTHANCE COMPANIES
A 12 page (9-1/L* x 14?) unnumbered form, occupies ) drawers
in the Commission offices, 1945 to date, Piled by code for. -
which an index 48 maintained. - The Exuminer's worksheets,
scheduled sepurately as Ttem i this Sohedule, are included 1n
this file. The repert presents & cowplete ploture of t‘iw
companies? financial status,

Retain 10 yeara art,er receipt and t.hen
destroye . ,

EXATNERYS WRKUWEBX‘S

the Commizsion offices, 1932 to dute and 4O cubic feat at the
Nall of Records for the period 192h = 1931 The worksheets
conslist of the followings .

8. Penciled originale of. the reports. pmpared by tha
Examiners, $e.0., Forns S8 and 60, and the unnua
bered forus used for Credit Uniong and Indmstrial
Finance Coupanles (from these penciled originale
the £inal copy 45 typed and prepared as described
in Items 1, 2 and 3 above),

. Hiscellaneous. machine tapes,
Cash sheets = actual count of cash and currency
(831“’ x 11v),
Individual Bookkeepers' slips (8}e x 117),

Supplemental Vorksheets = used for Chrigtmas
accounts, cashier's checks, mncney orders; elC.,
Toan Line Shests (5 x 8") prepared for each
borrower (very bulky) and,

g+ Sunzmary Shoet = showing Danks' Qeneral Finane

cial Status (8%° x 1), .
RECOMMENDATIONS Retain 5 yoars after ma&tim and ‘then
doatroyo .

THOEX TO EXAMIMATION FILES

. b.,
Ce

de

Qo

£fe

dravera ( S lincar feet) in the Commission offices. It 4is an_|
alphabetical index fo Periodic Bxamination files wiieh are
filed according to a code, and alsg gives the dates of ex~
nmggat.ions. %hen £illed, the card 46 pliced in an inactive
filee

RECOIMENDATI!N: Retaln 12 years after last anh-y 18 made or
until the next ﬁned card replaces it, and then destroy,

Two types of veriﬁgaum sheets vhi.oh ocgccupy drawers

( 6 linear feet) in'the Commisaien offices for pariod 1551

to date, used at the time of periodic exuminations

| 8 An unmmbered form (9=~1/h* x 1i®) used by the Examiners
&3 & control to whoa the record haz been forwarded and

PRSI

These worksheets are filed with the Periodie Ebmmination Files . g S ; @ 5
(Items 1, 2 and 3)s . Ocoupy 66 drawers (132 linear feet) in | -
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4EDULE NO.

Form YR-RM la . L
(9-2~53) REQUEST FOR RECORD RETENTION SCHEDULE <
Hall of Records (Continuation Sheet)
Commission g Page No. 3
e 5. Description of Records : 6« Recommendabtion
Ttem Doscribe records accurately. Include title, form number, of Hall of Re-
purpose, size of documents, inclusive dates, quantity (cubic {cords and Board

"A No.

~ or lincar fcet), and show recommcnded retention period.

of Public Vorks.

‘8.

9.

10, -

| status of the loan or holding. Cards are retained in the =

‘conformance to: statutory requirements.

_ |RECOMMENDATION: Retain pemanently.

. what type of asset is to be verifiede
_'bs. Form ¥~101, this (84" x 11") sheet is sent to
" % creditors of the bank on which they verify the
Lo ;,'_,Momtion noted as to their assets with the
bank,
RECOL&!ENDATIOH: Retain 3 years after exanﬂ.nation to which the
verification applies and then deatroy.

EOR‘PGAGE AND SECURITY CARDS =~

This 57 x 8%, unnuwbered form, océupies 9 drawers (15 linear |.

feet) in Commssion offices for the period - 1947 to date. TtA
i3 prepared by the Examiners and reflects each loan or se~ ' -
curity holding acquired by the bank, Entries aro made on the
card at the time of the examination to indicate the current

Periodic Examination files as a part of the worksheets until
the loan or holding has been liquidated or the cards complete~!
1y filled {cards are ruled for 10 entries) at which time they
are transferred to this separate inactive file,.
RECOMMENDATION: Retain for § years after being placed in the
inactive f£ile and then dastroy. S .

CHARTPBS, AMENDMENTS AND B'!-LAWS . '

For State Banks, Trust Companies, Mutual Banks and Credit -
Unions this material occupies 9 document type drawers (15
linear feet) and 8 letter+size drawers (16 linear feet),.

the case of Industrial Finance Companies the Iicense Applicwn
tion (the equivalent of & charter) is filed with a copy of

the annual license, the Certificate of Incorporation, By-laws,

Directors List, and balance sheets all of which occupy one .
drawer (2 linear feet) for the period 1911 to date. These -
basic documents must be f£iled with the Bank Gommissioner in

RECOMMENDATION: Retain permanently, . -

MORATORYUN RECORDS ~ F,.D.I.C. ENTRANCE EXAMINATIONS

These are reports.of examinations conducted during 1933 and
193} for the purpose of establishing eligibility for memberw
ship in the Federal Deposit Insurance Corporation. Occupy
2 drawers (L linear feet). '

e

MOBATORIUM RECORDS < REORCANIZATION PLAN FILES

Accumulated as an outgrowth of the Bank Holiday of 1933 and
subsequent reorganization of some banking institutions. Oc= -
cupies 3 drawers (6 linear feet). Consists of reports of
caondition, balance sheets, notices to depositors, stockholders
;ni:nﬁredibors, correspondence and approved reorganization
BRECOMMENDATIONs Retain permanently,: ,
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.+ Form !R-RL L - EXTENSION SHEET . SCHEDULE NO

. (10-1-53) Forr Htimal Information For Listed .ems 5’

Hall of Records On Indicated Schedule {Page Vo. q‘_
Commiseion -

1. Requesting Agency
PANK COMMISSIONER

T2. Division or Bureau of Requesting Agency

3
Ttem

No.

/4 d(it'tw?\a' I*n.l&ormafha-n

1, 2
3, L
&7

242

The Periodic Examination files (Items 1,2 & 3), ths Examiner's Worksheetd
(Item L), and the Mortgage Security Gards (Xtom 7) ars filed together in
the Examination foldars. The Worksheets are removed after five years re=
tention and are deatroyeds Mordtgage and Securily Cards are removed and
filed in an inactive £ile aftor tho loan or holding has been liquidated

or no further entries can be made on the gards Ths cards are then held
fnactively for 5 years and then destroyed. The amount of spaco required
for the Examination and Worksheet files, a8 indiecated on the.Schedule, i3
an estimate = approximately 60% for the Workshsets, and LOF for the Examina~
tion Reportss Together thay ccoupy 106 drawera (220 linear feet) of office
space and 64 cubic feet in the Hall of Records.

These two moretorium files represent a collection of documents created dure
ing & critical aconomdc period of cur national history and, as such, they

should be retained pormanentlye

3




